GMIS/ PeopleSoft
Requesting Access or Changesfor New or Existing Users

PeopleSoft User ID’s for the Financials applications (which includes the Purchasing modul€) are administered by the GMIS
Office of IDOA. Following are the usual administrative stepsin the process.

Step 1. A request isinitiated by an agency

This can be as simple as requesting that “John Doe” be given access to the Accounts Payable module. Usually, the request
will come from the manager of the particular business area (for example, the designated Procurement Agent for the agency
for eProcurement or Purchasing access, or perhaps the agency controller for other financials modules). Just fill out aform
from the “Report an Issue’ link on the PeopleSoft sign-on page. Or, emails can be sent to:

GMI Spasswords@doit.in.gov

*** Also "Report an Issue" when a user transfers, terminates, or no longer needs Peopl eSoft access ***

Step 2. User Access Request Form is created and sent to the agency.
We track these requests in a database and a particular user may have multiple records. That way we can track how a user

got to a particular access level and who approved it.
Step 3. Completethe form.

The agency user and/or supervisor
(Note: The format of the form may vary depending on the type of access) complete the top portion of the form
including specifying the agency number(s)
that this user will have access to.
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